
Searching the Boards and 
Commissions Resource 
Manual Using Adobe 

Acrobat or Reader

Alabama Department of Examiners of 
Public Accounts



At the board and commission members 
training session, you received a disk with 
information pertaining to your training 
session.  The disk contains an electronic 
copy of the resource manual and this 
presentation for using the manual, as well as 
a copy of the PowerPoint presentation from 
the training and copies of Adobe 6.0 and 
7.0.



The Boards and Commissions training manual on 
your disk is in PDF format and requires either 
Adobe Acrobat or Adobe Reader for access.  If 
you do not have Adobe Acrobat or Adobe Reader 
on your computer, you will need to install a copy 
of the program to access the manual.  Windows 
2000 and XP will require Adobe 7.0, and all other 
versions of Windows (95, 98, ME, etc.) will 
require Adobe 6.0. 



Once you have installed Adobe software 
on your computer, you can open, search, 
and read the boards and commissions 
resource manual from the disk you 
received during the training session.



To install either version of Adobe, put your board training 
disk in the disk drive, and then click on “My Computer” on 

your desktop.



From the “My Computer” window, select the D: drive from 
the “Devices with Removable Storage” section.



To install the Adobe 7.0 version, click on the
“Adobe 7.0.exe”

file.



An optimizer will begin to start the installation 
process.



The Install Wizard screen will pop up and guide you 
through the installation process.



Continue to click the “Next” button until you get to the 
destination folder screen.  Click “Next” to accept the default 

destination folder.



Click “Install” to begin installing the program.  The 
installation process will take several minutes.



Click “Finish” to complete the setup process.



Close the D: contents window.  You should be able to see the 
icon for the Adobe software you’ve just installed.



To install Adobe 6.0, click on the
“Adobe 6.0.exe”

file



A screen will pop up, indicating that the program is 
beginning its installation process.



The Installation Wizard will pop up on the screen.  
Click “Next” to begin installation.



Click “Next” to move through the Installation 
Wizard.



Click “Next” to accept the default destination 
location for the software installation.



Click “Install” to begin installation.



Installation has begun, and can take several minutes.



Installation is complete.  Click “Finish” to close the 
Installation Wizard.



On the computer desktop, click on the icon for the 
Adobe software you installed.



The first time you open the Adobe software, 
a Licensing Agreement will pop up.  Read 
the agreement, and click “Accept” if you 
accept the terms of use and wish to continue 
working with Adobe.  If you click anything 
other than “Accept”, you will not be able to 
use the software.



Click on the “Open File” button on the Adobe 
toolbar.



Click on the down arrow beside the “Look In” box 
and click to choose the D: drive from the list.



Choose the manual file from the list, and click the 
“Open” button.



The boards and commissions training manual will be 
displayed on your screen.



Click the binoculars button labeled “Search”.



Type in the word or phrase you wish to find.



Chose whether you want a “Whole words only” 
search (a search for “travel” will return only “travel” 
– not “travels”, “traveling”, or “traveler”).



If your search term is case sensitive, chose the 
“Case-sensitive” option.



Click the “Search” button.



Search results will display in page order.



If you click the “Stop” button, the search process 
ends and only displays the results generated so far.  
To get more results, you must start a new search.



Click on the results in the search pane to view the 
document section.



For more search options, click the “Use Advanced 
Search Options” link, and type your search words.



Select “Match Exact word or phrase” to find the 
exact text entered, in the order typed. 



Select “Match Any of the words” to search for text 
matching at least one word typed.



Options under “Use these Additional Criteria” allow 
you to further refine your search.



“Proximity”, when available, finds all words typed 
that are close together in the text.



“Stemming” finds words that contain part of the search word 
(“attorney general” finds “attorney”, “attorneys”, “general”, 

“generally”, and “attorney general”).



By checking the “Include Bookmarks”, “Include Comments”, 
or “Include Attachments” boxes, your search will be 

expanded to include these areas.



Once your searching is complete, click the “Done” 
button to close the search pane.



Once the search pane has been closed, you will be 
able to read the section you have chosen from the 

search results.



In addition to using the “Search” feature in 
the Adobe program, you can search for 
more general information using the 
bookmarks on the left side of the page.



The bookmarks look like a table of contents for the 
manual.



Click on the bookmark on the left side of the page, and you 
will be taken to the appropriate section in the manual.



Additionally, you can use the URL links, or 
links to different websites, embedded in the 
text of the manual to go to and browse 
various websites for additional information 
and guidance.  First, make sure that you are 
connected to the Internet.  You cannot 
access URL links unless you are on-line.



The URL links display as the address of a particular 
website, and are underlined with blue text.



Click on the URL to follow the link to the 
appropriate website.



You will be taken straight to the appropriate website 
for further searching and review.



You can also access the boards and 
commissions resource manual from the 

website for the Department of the 
Examiners of Public Accounts.



Log on to the Internet and go to the Examiners 
website at www.examiners.state.al.us



Choose the “Forms and Publications” button from 
the sidebar menu on the left side of the page.



Select the “Alabama Regulatory Boards and 
Commissions, Training Manual” from the forms and 

publications list.



The manual will be displayed in the Examiners website’s 
right-hand pane.  The pane will be subdivided for the table of 

contents and the manual text.  Begin your search as 
previously described.



For questions about the content of the Boards and 
Commissions Resource Manual, please contact the 

Operations Division of the Examiners of Public Accounts.

Phone:  (334) 242-9200
Fax:  (334) 353-1331
Mail:  P.O. Box 302251
Montgomery, AL 36130-2251


